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Overview

W elcome to the New Features Guide for ASAP.gov. This guide provides an overview to
you, the Agency User, of new features available in ASAP.gov. The New Features Guide
includes:

Getting Started:

»

*

Browser Requirements/URL — Defines the browser requirements in order to use
ASAP.gov and the URL.
Single Sign On — Users only have to enter their User ID and Password once.

General Navigation Features:

*

*

*

Homepage — Once signed on, users are presented with a multi-faceted
homepage with Messages and Notifications.

Drop down menus — Drop down menus allow the user to navigate throughout the
site.

Three (3) or Four (4) Step Process — Each function within ASAP.gov has only a
three (3) or four (4) step process in order to complete.

Find Feature — If a user has forgotten the specific ID of the Recipient or the
Requestor, they have available a find feature that will assist them in searching for
the specific ID they need in order to complete a transaction.

Paging — ASAP.gov has a paging feature in order to present data to more
efficiently and organized.

Display Selection Criteria — Users will now be able to see exactly what was
entered in order to retrieve a specific set of data.

Shopping Cart Feature — Users can create a “Shopping Cart” of Payment
Requests.

Help — An interactive online guide will assist the user step by step through a
specific transaction.

Linked Profiles — Whenever an account ID, Recipient ID, or Requestor ID is
displayed, the user will be able to click on that particular ID and view the profile.

Accounts:

*

*

Change Status for Multiple Accounts — Users can change the status on one to
many accounts. This section also describes the new status of “Temporary
Suspend.”

Setting Agency Review — User can place one to many accounts on Agency
Review

Payments:

*

Review Payment Requests — Users can review Payment Requests from
Requestors who initiated a Payment Request from Accounts that were placed
under Agency Review.

Inquiries and Reports:

»

*

Inquires — Users have immediate access to same day inquiries on their
transactions in a variety of downloadable formats.

Reports — Users can access reports for all activity, up to and including the
previous business day, in a variety of downloadable formats.
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Notifications:
# Users can retrieve notifications that are specifically created for them. Users can
receive emails directly from ASAP.gov.

This document only describes and explains the new features of ASAP.gov. ltis
assumed that the user has experience using a web-based application and is familiar with
the legacy ASAP System. Users also have access to online help at every step of a
specific transaction, which explains in detail what the user needs to do in order to
proceed to the next step and to complete the transaction.
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Logging On:

Browser Requirements
ASAP.gov supports:

Internet Explorer 5.x, Internet Explorer 6.0
Netscape 4.x*, Netscape 7.1

Note: ASAP.gov does NOT support Netscape 6.0

* Exceptions to Netscape 4.x: Persons needing a Section 508 compliant version
must use Internet Explorer or Netscape 7.1.

Single Sign On

2 ASAP_gov Login - Microsoft Intemnet Explorer

File Edit View Favaortez Toolz  Help |
o =5

oS D WA G S8 A

Back Fermieand Stop Refrezh Home Search  Favortez  History Print Edit Dizcuzz  Messenger

Address I@ =GETESMAGEN THAME =$5M $5E IMMiKMyTINZFRISEE 377VRoRS sk 0Zoppldak2byGa=t TARGET =hitps: /#qa. asap. gov/ASAPGov/ j 6o

‘ ASAP.gov

Automated Standard
Application for Payments - on
the Wb

Log On to ASAP.gov

Ueer ID [

Password :

[ Logon [N

Having Trouble Logging On?

ASAP General I
Information

WARMING: This iz an Official United States Govermnment System, which may be used only for autherized purpeses. Unautherized modification of any infermation

stored on this swstem may result in criminal prosecution. The Government may monitor and audit the usage of this system, and all persons are hereby notified that

the use of this system constitutes consent to such monitering and auditing. Unauthorized attempts to upload information or change information on this senice are
stricthy prahibited and may be punishable under the Computer Fraud and Abuse Act of 1936 and the Mational Information Infrastructure Protection At j
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Log On to ASAP.gov

[Tzer I .

Pazsword : Magnified

Having Trouble Logging On?
ASAP Gene
Infnnnaﬁun

ASAP.gov offers users a single sign on page as shown above. The URL for
signing on is www.asap.gov. User IDs and passwords are assigned to users
upon enrollment. Remember, when logging in, the password IS CASE
SENSITIVE. After three (3) attempts with the incorrect password, you will have
to call the ASAP hotline in order to get your password reset (1-804-679-8384,
ASAP CBAF Help Desk), as ASAP.gov will lock your User ID.
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General Navigation:

Homepage

3 ASAPGOY Menu - Microsoft Internet Explorer

File  Edit “iew Favortes Tools  Help | H .

LDS OFF

Home John Doe
3 : U.S. Dept. of Energy
BUILD: CURRENT CYCLE DATE:
2003.10.15 1232003 ASAPQOV

Enroliments | Payment Reguests | Federal n(enFunctions U'S'TFD:::J_ST'E::;;;E

Managemert Service

User Name and

Organization Homepage
ser Documen on Messages
m 30 Online authorizations awaiting certification /
4 Batch authorizations with a total of G0 autharizations
awaiting cerification
. . 4 Payment requests awaiting review
App||Cat|0n Drop 40 notifications awaiting review B roadcaSt
down menus Messages
Broadcast Messages _—
ASAP.GOV will be down for system maintenance from 11pm Thursday November 27 until
4am Friday, November 28
&

When a user signs on to ASAP.gov, their user name and organization appears at
the top of the page. In addition, they will be presented with two different types of
messages: Broadcast Messages and Homepage Messages, as displayed above.

Broadcast Messages are general messages to all ASAP.gov users and are
displayed at the bottom of the Homepage. Announcement of a Federal holiday
or a scheduled system outage are examples of a Broadcast message.

Homepage Messages notify select users that items are awaiting their action and
are displayed as links. By clicking on the Homepage Message, the user is taken
to Step 1 of the pending action. Homepage Messages are different than

Broadcast Messages as they are only displayed to users qualified with certain
roles (i.e., Certifying Officer).
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Drop Down Menus

/J ASAPGOV Menu - Microsoft Internet Explorer

File  Edit “iew Favortes Tools Help

S RRE B A B - B~ B B = B/ B

Back Fanward Stop Refresh Home Search  Favortes  History Prirt Edit Dizcuss  Messenger

Address I@ hitpz: /it asap.gov A5 APGov/ j @Go

Home LOSOFF John Doe

BUILD: CURRENT CYCLE DATE: U.S. Dept. of Energy ASAP gov

2003.10.15 11072002

.5, Department of the

w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help Ty Fnsmsi]
— tanagement Service

ite:

hline authorizations awaiting cerification

authorizations with & total of 60 authorizations
awaiting certification
1 Payment requests awaiting review
4539 notifications awaiting review

Broadcast Messages
walked out in rain -- and back in rain. | have outwalked the furthest city light. --

Robert Frost
Some circumstantial evidence is very strong, as when vou find a trout in the milk. -Thoreau LI

[ [al@hene

| have been one acy

@'] jawasoript:featureFunctionall)
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ent Reguests Federal Agency Functions

Magnified
HC View

te Account

Moving the cursor
over “Federal
Agency Functions”
activates the drop

down menu

awaitin

1 Payment re

4539 notific:

Broadcasi
walked out in

ASAP.gov allows the user to choose the transaction type they would like to
complete by using drop down menus. The drop down menus follow the user
throughout the application. Moving the cursor over a specific menu title activates
the pull down menu. Above is a typical pull down menu available for Federal
Agency Functions. A user only has to place the cursor on the desired menu
option and click once. Each user will only have access to those functions for
which they have been enrolled. For example, a Federal Agency will not have
access to any of the Payment Requestor options, nor will a Federal Agency Entry
Clerk have access to “Certify Online Authorizations”.

If a user is in the middle of a transaction (i.e., a Create an Account), choosing a
menu option will cancel that activity and take the user to Step 1 of the selected
menu option. For example, if a user is on Step 3 of 4 of Enter Online
Authorizations and chooses Initiate Payment Requests (FPA) from the above pull
down menu, a pop-up appears warning the user that they are about to cancel
their specific transaction. If the user clicks “ok”, then Enter Online Authorization
will be cancelled. The exception to this is when the user chooses a menu option
when at a confirmation Step (i.e., Step 4. See the below section entitled “Three
(3) or Four (4) Step Process” for more information).
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Three (3) or Four (4) Step Process

/J Enter Online Authorizations - Microzoft Internet Explorer

File Edit “iew Favorites Tool: Help | -

@ .8 Q9 0 oo Q@ @« s g 7 =

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger

LOG OFF -
— John Doe
BUILD: CURRENT CYCLE DATE:
20031015 1107/2003 U.S. Dept. of Energy ASAPQOV

. . P e .5, Department of the
w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help sy Finemeie]
Managemert Service

Enter Online Authorizations

Step 1 of 4
Retrieve Accounts

Enter ane or maore of the following

Recipient ID :I— m
Group ID :I— m
Account 1D (or partial) :I
croaw G
DUNS #(orpartiah | | _
il

[ [ [&@nemt |

4]

Enter Online Authorizations

Step 1 of 4 Magnified
Retrieve Accounts View

ASAP.gov is designed so that each function either has three (3) or four (4) Steps.
The last Step is always the confirmation Step. For example, for the above
transaction, Step 1 is Retrieve Accounts, Step 2 is Enter Authorization
Information, Step 3 is Review Authorization Transactions, and Step 4 is
Authorization Entry Confirmation. Within ASAP.gov there are no more than 4
Steps to complete any transaction, although there may be sub Steps within a
transaction.
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Find

/J Enter Online Authorizations - Microzoft Internet Explorer

File Edit “iew Favorites Tool: Help | -

@ .8 Q9 0 oo Q@ @« s g 7 =

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger

OFF -

ome €98 John Doe
BUILD: CURRENT CYCLE DATE: U.S. Dept. of Ener
2003.10.15 11/07/2003 p gy ASAPQOV

w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help U'S'TFD:::&T'E::'::”;P:I

Managemert Service
Enter Online Authorizations

Step 1 of 4
Retrieve Accounts

Enter ane or maore of the following

Recipient ID :I— m
Group ID :I— m
Account 1D (or partial) :I
croaw G
DUNS #(orpartiah | | _
il

[ [ [&@nemt |

4]

Enter one ar mare of the following Magnified

Recipient ID :I m | View
Group D :I m

FIND button assists the user
in identifying the Recipient ID

While conducting a transaction, ASAP.gov allows the user to search, based upon
specific criteria, if they are unsure of the data to enter. For example, in the above
illustration, a find button is located next to Recipient ID and Group ID. If the user
does not know the Recipient ID, he/she can click “Find” and be presented with a
pop-up window, as displayed below, which assists in identifying the Recipient ID.
Once the user fills in the criteria and clicks “Continue”, they are presented with a
list of Recipient IDs matching the criteria. The user selects the desired Recipient
ID from the list and clicks “Apply”. The Recipient ID is displayed in the Recipient
ID field.
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/] Find Recipient 1D - Microsoft Internet Explorer

‘ ASAP.gov

W5, Departrmert of the Treasury

Financial Management Service
Find Recipient ID

Enter one or maore of the following:

Recipient Mame (or partial) : ||
State |—None— vl
Organization Type : |—NDne— j

Enter Criteria and
Click “Continue”
to Retrieve a List
of Recipient IDs

New Features Guide Page 12 of 50 11/21/2003




ASAP.gov New Features Guide - Federal Program Agencies

Paging
X Entes Dnbne Aslhonizations - Miciosol Inbemne Faploies
Ele Edit “ew Favmiles Took  Halp
£ .5 . @ @ 4 @9 W Jd[d F =
Hak Foisaid Slop Flelish Heare: Seach  Favonker  History Fiinl T Diciers  essmrge
Ad dares |ﬂ'| hitpes:! . 2sap gl B AP G/ .ﬂ &+ B
& AESTTHESTATUS s Fselea- = [ =
o 5| [Seea- E[ e[ 1¢ —
2 s Feaea- =[ 1 ¢ 1 s,
-+ I 4 [Fsetear- ®[ ]/ 1
B 2 cowmolscerTes N [Eee- ®[ 1] ¢ [
B & creamrestREcULsR) cREATEACCT g [Fseea- E[ [ =
[+ 7 =it % |- Selac- ﬂl_.ll_.fl__!
= 8 Feaec-HI[ [ I B s
-+ 5 [Seea- H[ 1] s |
& N Feema- & | 1+ ] 02,
[+ %) [- Zelect- ﬂl_.fl_.r =
Pages: 12
il | ; _lll
= | S Ireme
Magnified
Pages: 12 View

\

[ Continue 1 sort J{ Cancel ] Help for this Step Pages of Information

ASAP.gov uses a paging feature. If a user retrieves a listing of accounts, the
number of accounts may exceed what can fit on a single page within the
browser. Each page will display up to 20 account lines. In the above example,
there are two pages. Users will always know which page they are one by looking
at the display. In the above example, the user is at page one (in black) and page
2 is displayed as a link. The user can click on the linked pages to be taken to
that page.
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Display Selection Criteria

-'34-_.'.1‘-.1' Dledin e Aulbnsizabiong - Maciozofl |nbemed E gpdoie

Ede Edb Yy Favolle: Tooe  Help
e o= g [ Ay 8 e s @ ==

Hack Fioiveard Shop Fefrazh Homa Seach  Faroiler  Hitop Frin il Drnss - Messargael
ildrees |ﬂ_-| Fitps:¢fftasap. gows’d SAPG ol :J PG

Homs 65 John Doe
BUILD. CURREMT CTELE DATE; U.S. Dept. of Energy
HORIOAG 11T ASAPQGV

i [ i Fo 1 Furdaral A E i R I LE. Dmperiment of iha
_-ﬂ el
uaiii.“f'\* BEry i

Step 2 of 4 P
Enter Authorization Information
Dizplay Selection Criena

Agency Reference Mumber: |

Pecipient: REC FOR FMS TESTING D {1140050)

Add Clear Increase / Effective Date Cun

Account 1D Group 1D Farthorizatien Amount

Rows Bow Decreass (MDD YY) Al
C T Y (111 |Incre=ze j'ﬁflﬁf 2003 _| 3
[, I e I e [ -
4 | _"_I
2] 2 4 Irkens:
Step 2 of 4 —
Magnified

Enter Authorization Information View

Uisplay Selection Criteria

Link Shows Specific
Criteria Used in Step 1

of the Transaction

In most cases, Step 1 of a transaction requests users to specify certain criteria in
order to conduct a transaction. On subsequent Steps, users have the ability to
see what specific criteria they used in Step 1 by clicking the link “Display
Selection Criteria” (which is always located under the Step number and the
description of the Step as indicated above). Clicking this link will bring up a pop-
up box as shown in the example below.
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-2 ot Dindeis Authoiizations - Wi inse Explo
Eke Edt “Yew Favoiles Tock Halp

F74T%3ﬂiﬁﬂ_ﬂ'4|-_:i'_:d'—

Hek Foiwaid Slop FAeliesh Home: Seach  Favorber  Histoy Fiinl i Dixiers . Hleszerge

A draree |g‘| hitpz: it asap gowda GAF Gy j el
T

Hiomg B0

Hak. Y Display Sebection Crileiia - Microsoll Internet Explorer - [Of %] I
BLULD: CURRENT CYWELE [ -
20034018 M7 S = . . ASAPQGV
Retrieve Accounts Selection Criteria

e e e s
Account 1D [or Partia ) %A% Wansgsnant Garvice
— L [

Coxtrol Azcount
Acpoart Type 1031 Account

Global Accoun
Flobal Contrl Accourt
Open
L Suspanded
Arcount Status Linuidsted
T Iy Bu e
Agency Refarsnce Mumber: Ep b sheaTe
Recipient : REC FOR FMS A -
Pl
Add Clear Increase ¢ Effective Date Cun
Ao Row Account D Group I Awthorization Amou et VDDA Au
BH Z e £l111 [incramze jlﬁ,r 12| fzona 0] s
IH I 2 R ) | PR, |I_JI_  — == | o
. 1]
2] | =R et '

; Dizplay Selection Criteria - Microsoft Internet E xplorer M= 3
n Magnified

Retrieve Accounts Selection Criteria View

Recipient 10 ;1140050

Account 1D {or Partial ) %A%

Regular Account
Contral Account
Account Type 1031 Account
Glabal Account
Glabal Control Account
Open
suspended
Liguidated
Temporarily Suspended

Account Status

[

Pop-up Box Displays Selection
Criteria
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‘Shopping Cart’ Feature

tnpnzt - MiciogEol Isbeined Esplosen

Eke Edt e Favmiles Took Halp
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Enter Online Authorizations

Step3ofd
Review Authorization Transaction

Agency Reference Number |

Recipient : BEC FOR FMS TESTING D (1140050}

Periad 2
: 5 Cumulative
Remowa Group Increase Effective Date Cumulative

Row Account ID In Authorization Ameunt D MDD Auihorized Aug::'lzld
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X Fntes Dndbne Aulhonizations - Miciosol intemel Faploses

Pl Edt Yew Favniles Lock  Hab
P,4,’ﬂﬂ{ﬁﬂﬂ-J|JEﬂ
Hek Foiwaid Slop Relizsh Here: Seach  Favorber  Histoy Fiinl i Dixiers . Hleszerge
ul.lllp T :I
Review Authorization Transaction
Lygency Refersnce Mumber |
Redpient : REC FOR FMS TESTING D (1140080
Pariod
Cumulative
Fem owe Group lnciease ¢ Effeciive Date Curmilative
F Account 1D i Authorization Ameunt et MO0 Authorized Aulgurlud
Ami. mi.
B 1mma g[112. o0 [incre=se =11 ;[12 ;[2003 5768 55300 55000 7500
Murrber of lterrs 1
Tolal Increases | I: 111.0C
Total Dacraasas : E I
Met Arnour : | EFEE
O CRERTED € G CITIIED
2] | S e Ireme =
Magnified

View

The Add More Accounts button (as shown above), appears on Step 3 of Enter an
Online Authorization (displayed above) and Initiate a Payment Request (FPA)
and will return you to Step 1 where you can enter selection criteria to retrieve
additional accounts. When you return to Step 1, the transaction you just entered
will be temporarily saved in a “shopping cart” and you will not be able to update
certain criteria. However, you will be able to view your transaction set at any
time by clicking the View Pending Items button located in the upper right corner
of Steps 1 and 2, as shown below. The “item count” shows the number of items
in the shopping cart.
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/ Enter Online Authorizations - Microzoft Internet Explorer

File Edit “iew Favortes Tools Help |

R S| fﬁ‘@@@‘ E[ B

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzz  Messenger

Home LOGOFF R,
ohn Doe
BUILD: CURRENT CYCLE DATE:
20021015  11/07/2003 U.S. Dept. of Energy ASAPQOV

5 = U.5. Departrent of th
Enroliments | Payment Requests | Federal Agency Functions | Reports | Inguiries | Help Tr:::ur?;nanci:l
tanagement Service

Enter Online Authorizations

Step 1 of 4
Retrieve Accounts

View Pending Items

lterm Caount: 1

Select an ALC/Region
* ALC/Region : 55552222 ‘

Enter one ar mare of the following

Recipient ID :I m
Group 1D :I m
Account 1D (or partial) :I

cFDA# | [ Find ] _ILI
| »

4]

5 BT 1
Magnified
View
[termn Count: 1

Number of Items in the
T ‘Shopping Cart’
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Help

ASAP.gov HELP is an Internet-based Help system available to all users via the
ASAP.gov application. It provides access to extensive information that is
organized to facilitate quick and easy look-up and is comprehensive to answer all
guestions concerning the new ASAP.gov Internet application. A readily-available
Table of Contents and complete Glossary of ASAP.gov terms are also on hand
for the user’s aide. Help is also convenient in that special navigational features
make the system easy to use. As an example, by right clicking anywhere in a
window, you can print the Help page.

Access
ASAP.gov Help can be accessed two ways: 1) Through the burgundy
flyover menu entitled ‘Help’, located in the Header, and 2) Through the

blue ‘Help for this Step’ or ‘Help for this Page’ buttons located on the
bottom of each transaction screen.
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When entering Help from the flyover, the user is provided the opportunity
to choose the home page for a function, such as payments or
authorizations, or for the Help system itself. However, if the user chooses
to enter from a ‘Help for this Step’ or ‘Help for this Page’ button, a
comprehensive explanation and description of the displayed Step will be
provided.

‘Help for this Step’ & ‘Help for this Page’

One of the most unique and exciting features of the ASAP.gov system is
the extensive information provided for the user to fully understand and
complete each unique transaction Step within ASAP.gov. When the user
selects the ‘Help for this Step’ and ‘Help for this Page’ buttons, Step-
specific information is displayed. Help breaks down the Step and defines
its purpose, actions, terms, and buttons to support the user during the
transaction.
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PURFOSE OF STEP
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Click Coat

™

ASAP TERMS FOR THIS STEP

the upper right-hand comer of the window.

RECIPIENT ID

ALC/REGION

ACCOUNT ID

TEMPLATE

PAYMENT REQUEST TYPE
PAYMENT METHOD

BANK RELATIONSHIP
REQUESTED SETTLEMENT DATE

REQUESTOR REFERENCE NUMBER

BUTTONS & LINKS FOR THIS STEP

A utilty associated with helping find specific information for enterable fislds,
usually in specifying selection criteria

[ continue ] This button will advance you to the next step.

Opens HELF in a new browser window, which gives information specific 1o the
corresponding ASAP.gov Step.

{or partial) This is a link that displays a description of how the ‘or partial' function behaves.
When you do not know the exact entry, you can retrieve a list by using wildcard
characters (% and ) that will precede of follow a set of data. See
FREQUENTLY ASKED QUESTIONS for mare information.

NEXT STEP

PROCEDURES

TIPS & TRICKS

BACK TO TOP

ERROR MESSAGE EXPLANATIONS

PAYMENTS HOME

Definitions for the following terms are available in the Glossary. When you click on a term below, a definition will be provided.
To return te this page, simply close the browser window that has provided the definition. This can be done by clicking the X' in

&) Done IEN

AL
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Linked Profiles

/J Initiate Papment Request - Microzoft Internet Explorer

File Edit “iew Favortes Toolz Help

@.».@ﬁ‘@@@@

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger

Initiate Payment Request

Step 2 of 4
Enter Payment Transactions
Dizplay Selection Criteria

Requestor : PR FOR FMS TESTING D (1105256

Payment Request Type : Individual -
Payment Method : ACH

Biank Relationship Iach#1 'l

Reguested Settlerment Date : 11/10/2003

Your criteria matched 34 account(s)
14 accounts not shown because they are unavailable for payment or already selected

Recipient: REC FOR FMS TESTING B {1115330
cast on tian I 1o N

Account ID Asct[:]tzzt Requestor Reference Number Available Balance Amount Requested
TESTING GLOBAL Open [ 5|
4 | _’I_I
&) Done N

Requestor: PR FOR FMS TESTING D (1105256) — |

—— ID Links

Payment Request Type : Individual
Payment hWethod : ACH

Bank Relationship :Iach#1 vl

Requested Settlement Date : 11/10/.2003 Magnified
View

Your criteria matched 34 account(s)
14 accounts not shown because they are unavailable for paymentef already selected

Recipient: REC FOR FMS TESTING B (1115330}

Within ASAP.gov, users can click on IDs (Requestor, Recipient, and Account)
and bring up the specific profile in a pop-up. Examples of these links are shown
above. An example of the Requestor profile pop-up is shown below.
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< Papment Requestor Profile - Microsoft Internet Explorer

Payment Requestor Profile

FR FOR FMMS TESTING D

MNarne
Requestor D 1105256
Crganization Type INDIAN TRIBAL ORGAMIZATION

Taxpayer ID Number
(TIN)
DUNE Mumber

1111111

Address Line 1 123 FMS TEST DRIVE

Address Line 2

M=l 3

Magnified
View

\

Requestor Profile
Pop-up Accessed by

Clicking ID Link
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Accounts:

Change Status for Multiple Accounts

/J ASAPGOV Menu - Microsoft Internet Explorer

File  Edit “iew Favortes Tools Help | -
o ="
D Wl a @ oI g H
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzz  Messenger
Address I@ https://qa. azap.gov/ASAPGow/ YSMLOCALE=US-EN j @Go
N

Home LOSOFF
BUILD: CURREMNT CWCLE DATE:
20021015 111072003 John Doe ASAPgOV

U.S. Dept. of Energy
.5, Department of the

w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help Ty Fnsmsi]
- tanagement Service

Create it
: o | HOME

User Documentation

23 notifications awaiting review

Broadcast Messages
Some circumstantial evidence is very strong, as when you find a trout in the milk. -Thareau
The years teach much that the days never know. - Emerson
Everything has its wonders, even darkness and silence, and | learn, whatever state | may be in, therein to be content. -- Helen

Keller
| should be content to look at & mountain for what it is and not as a comment on my life - David lgnatow
YWe'l hold the distinction of being the only MNation in the history of the world that ever went to the poor house in an automobile. -
Wil Rnners LI

[ [al@hene

Federal Agency Functions —
Magnified

Federal Agency Users can change the status for multiple accounts in ASAP.gov.
Although this feature’s main purpose is to “temporarily suspend” accounts in the
even of a debt ceiling crisis, it can be used to suspend all accounts of a
requestor, a recipient, or all accounts that belong to the user’s agency. The user
will be asked to specify some specific criteria on Step 1, and then will be taken to
a Step 2, which will show all the accounts, which were returned from the search

criteria.
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/J Change Status for Multiple Accounts - Microsoft Internet Explorer

File Edit “iew Favorites Tool: Help

&= s 0 ol a @ P a9 #
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger
Address I@ hitpz://qa.azap.gov A5 AP G ov/ j @Go

Home 108 OFF
BUILD: CURRENT CYCLE DATE: John Doe
2003.10.15 1141042003 U.S. Dept. of Energy ASAPQOV

w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help U'S'TFD:::&T'E::'::”;P:I

Managemert Service
Change Status for Multiple Accounts

Step 2 of 4
Select Accounts

Display Selection Criteria
Your criteria matched 63 account(s)
Recipient : REC FOR FMS TESTING D (1140050}
Select Account ID Account Type Available Balance Status Temporary Susp
P 10314 1031 Account $300,765.00 | Open =l
P 1031 QA TEST 1031 Account $1,000,500.00 [ Open =l
[V 1031 TEST ACCOUNT 1031 Account $D.DD|Temp0rarin Suspendedj IBLAH BLAH
P 10311 1031 Account $0.00[Open =l o
4 | 2|
&] Done [ 8 @ memet

Recipient : REC FOR FMS TESTING D (1140050}

Select Account ID Account Type Available Balance Status Temporary Susp
P03 A 1031 Account §900 765.00 | Open =l
P 1031 QA TEST 1031 Account §1,000 500.00 | Open =l
Every Account is Selected Magnified
View

Temporary Suspension
Reminder Date

$900,765.00 [ Open =) |_ / |_ f| ]

Available Balance Status Temporary Suspension Reason

§1,000,500.00 [ Open =) [ ] ]

Notice how every account is selected. ASAP.gov assumes that if user has
selected “Change Status for Multiple Accounts”, then the user will want all the
accounts to be selected. The user can deselect those accounts they do not wish
to change. If the user does not deselect an account, does not change the status,
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and clicks continue, the account will carry forward to Step 3 with the same status
displayed in Step 2. If the user only wants to change one status for one account,
then the user should use the “Modify Account” Feature from the drop-down
menu. In the above example, the user is also presented with a pull-down list for
status to change the status for one or multiple accounts. In addition, “Temporary
Suspension Reason” and “Temporary Suspension Reminder Date” fields are also
displayed. These are only used if the user is changing the status to “Temporary
Suspend”. If the user changes the status to Temporary Suspend, then the
reason field is mandatory. The reminder date is optional and will display a
reminder to the user on (and after) the date entered that there are Temporarily
Suspended Accounts. The user also has the option to change the status of alll
selected accounts all at once, as shown below.

/J Change Status for Multiple Accounts - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help | -

4]

= s D o a @ @I 9 #H
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger
Agdressl@ hitpz://qa.azap.gov/ASAPGow/ j @Go
V¥ ATEST Regular Account $650,000.00 | Open =l
Vv ATESTTHESTATUS Regular Account $999,BDD.DD|Suspended jl
W AUTHTEST Regular Account $145,179.02 | Open =l
Pages: 1234

on all selected Accounts {all pages)

Tempoarary Suspend Reason: Tempoarary Suspend Reminder Date:

[ [ )

B el o all selected Accounts (all pages)

on all selected Accounts(all pages) to IOpen 'l ‘
coninue I s 3 cance

-

| bl

] Ermar on page. ’_’_E  Intemnet
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Magnified
View

bl e ll® 01 all selected Accounts (all pages)

Termporary Suspend Reason: Temporary Suspend Reminder Date:

| [ 11 JEE
on all selected Accounts (all pages)
| on all selected Accounts(all pages) to Im

[ Continue Jif sort Jf Cancel ]

This section of the page is where the user will do a mass status change for all
selected accounts, all pages. If the Federal Agency user needs to Temporarily
Suspend all accounts, all pages, they would fill out the above section as
displayed. Once the user clicks “Set Temporary Suspend”, the screen refreshes
and all selected accounts are changed. Both actions are shown below.

Magnified
View
on all selected Accounts (all pages)
Temporary Suspend Reason: Temporary Suspend Reminder Date:

[Debt ceiling crisis 01 ,r|3|:| s|lzo04

e et 01 all selected Accounts (all pages)
| on all selected Accounts(all pages) to IDpen 'I
contnuo J sori 3 conce
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/J Change Status for Multiple Accounts - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help |

T S | ﬁ‘@@@‘ ==

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger
Address I@ hitpz://qa.azap.gov/ASAPGow/ j @Go
Change Status ror Multiple Accounts -

Step 2 of 4
Select Accounts
Dizplay Selection Criteria

Your criteria matched 63 account(s)

Recipient: REC FOR FMS TESTING D (1140050}

Select Account ID Account Type Available Balance Status Temporary Susp
¥ 10314 1031 Account $QDD,?65.DD|TempDrarily Suspendedleebt Ceiling Cri—
¥ 1031 GA TEST 1031 Account #1 ,DDD,SDD.DDlTempDrarin Suspendedleebt Ceiling Cri
¥ 1031 TEST ACCOUNT 1031 Account $D.DD|Temp0rarin Suspendedj IDebt Ceiling Cri
¥ 10311 1031 Account $D.DD|Temp0rarin Suspendedleebt Ceiling Cri
¥ 10312 1031 Account $D.DD|Temp0rarin Suspendedleebt Ceiling Cri
¥ 10313 1031 Account $D.DD|Temp0rarin Suspendedleebt Ceiling Cri
¥ 1031-4 1031 Account $D.DD|Temp0rarin Suspendedleebt Ceiling Cri
¥ 10315 1031 Account $D.DD|Temp0rarin Suspendedleebt Ceiling Cri

| ¥ 10315 1031 Account $D.DD|Temp0rarily8ulspendedleebt Ceiling Ciilll

4 »
&] Done E

If the user wants to remove Temporary Suspend, then the user clicks “Remove
Temporary Suspension” and the page refreshes and all accounts revert back to
their original status™.

Magnified
View

el e o1 all selected Accounts (all pages)

Termporary Suspend Reasaon: Temporary Suspend Reminder Date:

| [ 1] e
on all selected Accounts (all pages)

Click Here to Remove
Temporary Suspension

1 If the end date of the account has passed since the account was on temporary suspension, then
the account will now display a status of “suspended” and not open
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The user can also change all the accounts that are selected to another status.
However, business rules do apply.

Magnified
View

bl el e 0 all selected Accounts (all pages)

Temporary Suspend Reason: Termnporary Suspend Reminder Date:

| [ EE
on all selected Accounts (all pages)

|m on all selected Accounts(all pages) to IDpen 'l

Use this Button to Change All
Statuses for All Selected Accounts

For example, a suspended account cannot be reopened if the end date is in the
past. ASAP.gov will alert the user if an error occurs and will not allow the user to
progress further until the error is corrected.
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Payments:

Set Agency Review

Federal Agency Functions

Magnified

View

An Agency user can select one or many accounts to be set for agency review.
This feature should only be used in conjunction with specific Agency’s policies
and procedures and MUST be communicated to the Requestor as to why a
specific account will be set with Agency Review. In addition, this feature is used
to set Agency Review on more than one account. If the Agency user wishes to
set Agency review for only one account specifically, then the user may wish to
select “Modify Account” from the drop-down menu.

This feature will set an account on Agency Review, a threshold amount, a default
action, and a reason for Agency Review. In Step 1, as in all other Steps, the
user will be asked to define the accounts, which will be displayed in Step 2. In
Step 2, the user will be presented with a list of accounts as shown below.
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/J Set Agency Review - Microzoft Internet Explorer

File Edit “iew Favortes Toolz Help

o ="
D W a @ oI a8 #H
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger
Agdressl@ hitpz://qa.azap.gov/ASAPGow/ j @Go
Set Agency Review -

Step 2 of 4
Select Accounts
Dizplay Selection Criteria

"our criteria matched 41 account(s)

Recipient: REC FOR FMS TESTING D (1140050}

Select Account ID Status  Agency Revi Threshold A t [Kift?:: Agency Beview Re:_
12345730 11 Open [ve =] [ane- ]|
vl % Open |Yesj Il. oo |Appr0vej|Requestor under 1i:
M ABCXYZ Open [ves=] [1.00 [Approve =] [TEST
P ARLNEBAILOUT Suspended  |ves¥]  [1.00 [Approve ] [ATRLINE strike
P AMYROMFUND  Open [ve =] [ane- ]|
W ANY KIND Suspended  [ves¥]  [1.00 [Approve =] [TEST
FF  ATEST Open [vesz] |5, 000.00 [Hold  F][pECAusE
¥ ATESTTHESTATUS Suspended  [MNo 7] | [None— =] | I _|;|

Magnified
View

Recipient : REC FOR FMS TESTING D (1140050}

Select Account ID Status  Agency Review Threshold Amount E:\?:ft?:rllt Agency Review Re:
M 12345750_11 Open [re =] | [None— =] |
v % Open |Yesj Il. 0o |Appmvej|Requestor under i:

Notice how some accounts already are placed on Agency Review. Definitions for the
above displayed fields are as follows:

* Agency Review — This sets the account for Agency Review. If “No”, then
the account is not under Agency Review. If “Yes”, the account is set for
Agency Review.

* Threshold Amount — The user sets this amount. If the Payment Request
is equal to or greater than the threshold amount, the payment will be
placed on Agency Review. In the above example the account “A VOTE
FOR ARNOLD 44" has a threshold amount of $1.00. Therefore every
payment request that exceeds $1.00 will be placed on review. If user
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types a 0.00 into this field, every payment request will be placed on
Agency Review.

* Default Action — This is the action that will occur after three (3) business
days after the payment request is under review. For example, a
Requestor makes a payment request for $5.00 on the account “A VOTE
FOR ARNOLD 44”. After three (3) business days, the payment request is
approved automatically (since the Agency User took no action). The
Default Actions are: Hold, Reject, Approve.

. Agency Review Reason — This field must be filled out if the account is put
on Agency Review.

Like the previous section (Accounts), the user may also wish to set Agency
Review for all accounts on all pages, as shown below.

/J Set Agency Review - Microzoft Internet Explorer

File  Edit “iew Favortes Tools Help | -
@ .5 .9 A ‘ Q@ @ 3| a5 #
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzz  Messenger
Address I@ https://qa.azap.gov/ASAPGow/ j @Go
W CTRLI-KFG Open [Na =] |—Mone— =[] -
I LCTRL2 Open [No =] I | —Mone— jl
I LCTRL3 Open [No =] I | —Mone— jl
I LCTRL4 Suspended  [MNo 7| I | —Mone— jl
I LCTRLS Open [No =] I | —Mone— jl
I LCTRLE Open [No =] I | —Mone— jl
Pages: 123
(R ] i
Apply To Selected Joy Agency Review for all selected Accounts (all pages)
Threshald Amount : Default Action Agency Review Reason :
I —None—j I
Remove Agency Review from all selected Accounts (all pages)
CID © G2 CITIIED
4] | o
&) [ 5 [ intemet
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Magnified
View

Apply To Selected syl Agency Review for all selected Accounts (all pages)
Threshold Amount : Default Action Agency Heview Reason

I —Maone— j I

Remove Agency Review from all selected Accounts (all pages)

CID O O CIIIIIID)

With this feature, the user needs fill out the threshold amount, the default action,
and the Agency Review Reason, then click “Apply to Selected”. The screen will

refresh and all selected accounts, all pages will be placed under Agency Review.
This is convenient if the User needs to place all account for a particular recipient
or requestor on review.

et Agency Review for all selected Accounts (all pages)
Threshold Amount : Default Action : Agency Review Heason

IlEIEI.EIEI Reject =] IUser iz under ludit

Remove Agency Review from all selected Accounts (all pages)

CID O CD CIIIID
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/J Set Agency Review - Microzoft Internet Explorer

File  Edit “iew Favortes Tools  Help |

S AT BEE- E|
Back Fanward Stop Refresh Home Search  Favortes  Histary Print Edit Dizcusz  Messenger
Agdressl@ hitpz: //ft. asap. gow/ASAPGow/ j @Go
Set Agency Review -

Step 2 of 4
Select Accounts
Dizplay Selection Criteria

Your criteria matched 41 account(s)

Recipient: REC FOR FMS TESTING D (1140050}

Select Account ID Status  Agency Review Threshold Amount [Kift?:: Agency Review R
W 12345790_11 Open [vesz] |100.00 [Feject Flfuzer iz under Au
Ird % Open |Yesj IlDD.DD |Rejed jIUser iz under Au
¥ ABCRYF Open |Yesj IlDD.DD |Rejed jIUser iz under Au
P ARLNEBAILOUT Suspended [ves¥]  [100.00 [Feject Flfuzer iz under au
P AMYRONFUND  Open [ves=] [100.00 [Feiect =]|uzer is under au
[ ANY KIND Suspended |Yesj IlDD. 0o |Rejed jIUser iz under Au
[#  ATEST Open |Yesj IlDD.DD |Rejed jIUser iz under Au
P ATESTTHESTATUS Suspended  [Yes¥]  [100.00 [Feject Flfuzer iz under aus

4 | _’I_I
] Done 8 memet
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Review Payment Requests

7} ASAPGOV Menu - Microsoft Intemet Explorsr . HEER

File Edit “iew Favorites Tool: Help |

&= s 0 ol a @ P a9 #
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger
Address I@ hitpz: //ft. asap.gov/BSAPGow/ j @Go

Home 08 0FF John Doe
. . U.S. Dept. of Energy
BUILE: CURRENT CYCLE DATE:
2003.10.15 11/10/2003 ASAPQOV

3 3 i i .5, Department of the
w Payment Requests | Federal Agency Functions | Reports | Inguiries | Help Tromeuny Financisl

te A it Managemert Service
I o | HOME |

hline authorizations awaiting certification -

authorizations with a total of B0 authorizations
awaiting certification
5 Payment requests awaiting review
58 notifications awaiting review

Broadcast Messages

walked out in rain - and back in rain. | have outwalked the furthest city light. -
Robert Frost
Some circumstantial evidence is very strong, as when you find a trout in the milk. -Thoreau =l

2:] |avascript: featureFunctionall) ’_’_E  Intemnet

| have been one acbe

—vove —— T

View

Two Ways of
Reviewing Payment

. Requests

nline authorizations awaiting certificati

ISl authorizations with a total of B0 author
awaiting cerification

S Pavrment requests swaiting review

o8 notifications swaiting review

Federal Agency Users have two ways to Review Payment Requests from
Payment Requestors. These are Payment Requests initiated from Accounts that
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have been put under Agency Review (see previous section). Users can either
use the drop-down menu and choose “Review Payment Requests” or click on the
link on the homepage that states “# Payment requests awaiting review”. The user
is taken to Step 1 of 4. The user can select the first radio button to view all
payment requests awaiting review, or can use the date parameter option.

3 Review Payment Requests - Microsoft Internet Explorer

File Edit Miew Favortes Toolz Help |_
= — : — — = =—
R S DB A QA G P | E E
Back FEonward Stop Fefrezh Home Search Favarites Hiztary Edit Discuss  Messenger
Address I@ httpz /A azap. gov AASAPG o/ 75 creen=ASAPG OV M enu&E utton_ R eviewP aymentR equests= _V_I .‘(;’ Go

BUILD: CURREMT CYCLE DATE: ‘ ? S ﬁ p Ai
2003.10.15 1141002003 gov

z 3 = = U.S. Departmernt of the

Enroliments Payment Requests Federal Agency Functions | Reports | Inguiries | Help i

tanagemant Service

Review Payment Requests

Step 1 of 4
Retrieve Payment Requests

Select only one of the following options :

@ All Payment Requests

|SNE:;.E_TWB (MMIDDNYYYQ F"Umil— / I_ s’l l:lThrough:!_ II_ ,"! I:l

L oninue
[ T IE',_ |4 Internet i
Magnified
View

Select anly one of the following options

* Al Payment Requests

[ .
|_NE:;8_TWE (MMIDDNYYY);J meil_ ! I_ #’I I:IThrDugh:l_ II_ II l:l
CID CIIIIED

Once the user clicks “Continue”, the screen displays Step 2 of 4 and the user is
presented with the Payment Requests awaiting review. The user may do one of four
things on Step 2:
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# Select None — The first choice in the pull-down menu next to the payment
request. This will leave the Payment Request as is for the time being.?

* Approve the Payment Request — By selecting Approve in the pull-down menu in
the first column next to the payment request.

* Reject the Payment Request — By selecting Reject in the pull-down menu in the
first column next to the payment request. If User selects Reject, use must fill in a
reject reason to continue.

/J Review Payment Requests - Microzoft Internet Explorer

File  Edit “iew Favortes Tool: Help

L =g
S ) o a G 3 9 H
Back Fanward Stop Refresh Home Search  Favortes  History Prirt Edit Dizcuss  Messenger
Review Payment Requests -

Step 2 of 4
ApprovelReject Pending Payment Requests
Dizplay Selection Criteria

Recipient : REC FOR FMS TESTING D {1140050)
l:lj?r[;l:er Entry Requested Total Pavment
Action ¥ Date and Settlement Amount ltems oY Details Rejection Reason
o N Method
Revi Time Date Requested
eview
11/07/2003
MNone |8 Toe10  11M02003 $1000o000 | ACH Q9 |
1141042003
None @ Tizos  q1z000s  $30000  1ACH al |
1141042003
None @ Tizos  q12000a 520000 1ACH al |
1141042003
None @ fitas ™ livmmars $1500 1 ACH al |
11/410/2003
1327 112003 PO0000 1ACH al |

D @ D CTTIED .
@ [ |5 [ ntemet

2 Although once 3 business days pass, the default action occurs. Default Action is set during
Agency Review and is discussed in the previous section.
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Magnified
View
l:?r[?:er Entry Requested  Total Pavment
Action ¥S Date and Setlement Amount ltems', Y Details Rejection Reason
on N Method
. Time Date Requested
Review

11/07/2003
[None ] '06:10 11407003 0000000 ACH a |

11/10/2003
[None =] 1135 11ma0003 390000 1ACH Ql |

1141042003
[None =] Y4329 11420003 320000 1ACH Ql |

11/10/2003
[None =] 11349 11420003 31900 1ACH o |

11/10/2003
r Y4327 1imopopy $ORO0 TACH /g | y
(N one
/
Reject Selection Rejection

Drogdown View Details Reason
oX

* View Details of the Payment Request — This allows the user to view the
specifics of the payment request(s) and allows the user to also take action on
the payment request(s). If the Payment Request is a Summary Payment
request, viewing details will itemize all the payment requests within the
Summary Payment Request and the above screen will have a number
greater than “1” in the items column to signify that there is more than one
Payment Request in the detalils.

New Features Guide Page 38 of 50 11/21/2003




ASAP.gov New Features Guide - Federal Program Agencies

a Review Payment Requests - Microsoft Internet Explorer

File Edt ‘“iew Favoiles Tools Help |

@,».@ﬁ‘@@@@

Back P e Stop Refresh Home Search  Favortes  History Print. Edi Discuss  Messenger

Review Payment Requests =

Step3 of 4

Review Approve/Reject Pending Payment
Requests

Nurnber of Days on
Review:

Requested Settlerment
Date

Entry Date and Time: 11A40/2003 13:27

Total Amount Requested: | $500.00

1

114242003

Tatal Amount Approved: $I

Actual Approved Amount: $I

lterms: 1
Payment Method: ACH

Iodification Reason I —

Recipient: REC FOR FMS TESTING D (1140050}

Agenwﬂccount Amount Availahle

Action Account 1D Review Status Requested Approved Payment Amount Balance

Reason -
4 | v

&) Done [ 1|5 [ Intemet

3 Review Papment Requests - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help -
o ="
D W a @ oI a8 #H
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzs  Meszenger
TTATL A0S
Date: -
Entry Date and Tirme: 11/10/2003 1327

Taotal Amount Reguested: | $500.00

Total Amount Approved: $|

Actual Approved Amount: $|

ltermns: 1
Fayment Method: ACH

Modification Reason: I

Recipient: REC FOR FMS TESTING D (1140050}

Agency .
Action Account ID Re\nriew'[\cmurlt Gmount Approved Payment Amount ailab]
R Status Requested Balance
BaS0N
INone vl ANOTE FOR ARNOLD 44 Open $a00.00 $3,642,011.00 I

ANWOTE FOR ARMOLD 44 -
BUDGET FOR FOOD

§500.00 §|500.00

-

4] | o
= BN T ——
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Murnber of Days on i —

T Magnified
View

Rquested settlement 11/12/2003

Diate:

Entry Date and Time: 11102003 13:27

Total Amount Requested: | $500.00

Tatal Amount Approved: $I

Eetual Approved Amount: $I

ltems: 1
Fayment Method: ACH
Modification Reason: I

The above example shows what the user, specifically a Certifying Officer would
see if the user clicked the “details” icon. Only the Certifying Officer has the ability
to approve the Payment Request with a lesser amount than the original amount
requested. Any other user would only have the authority to either reject or
approve the Payment Request.

For example, the Certifying Officer decides that $500.00 is too much money to
request on this account that is under review. The Certifying Officer scrolls down
to the actual Payment Request and changes the amount to $450.00 and selects

“Approve”.
Magnified
View
Actual Approved Amount: $|45 0.0oo0
[terms: 1
Fayment Method: ACH

Modification Reason: I

Recipient: REC FOR FMS TESTING D (1140050}

Fecipient REC FOR FMS TESTIMG D i
Action Alftrl:rpm‘m—ﬁsmw_hum IO Approved Payment Amount gueatiable

R Status Requested Balance
eason

e | A WOTE FOR ARMOLD 44 Open $500.00 §3,642,011.00 I

ANOTE FOR ARMNOLD 44 -
BUDGET FOR FOOD

§500.00 §[450. 00

m Return to List @ Help for this Step

Notice how the “Actual Approved Amount” (displayed in the table above the
actual Payment Request) also displays $450.00. The Certifying Officer needs to
manually enter in the same amount into the “Total Amount Approved” field. In
addition, the Certifying Officer must enter a reason why the original Payment
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Request is being modified. These two items are only used if the Certifying
Officer changes the original amount of the Payment Request. These fields are
not required if the Payment Request is being rejected or approved for the full

Magnified
View

amount.
Date: [ 14120200035
Entry Date and Time: 11402003 13:27
Total Amount Requested: | $500.00
Tatal Amount Appraved: $|45 0.00 —
Actual Approved Amount: $|45 a.oao
lterms: 1
Fayment Method: ACH

Total Amount
Approved must be
manually entered
by Certifying
Officer and must
equal the Actual
Approved Amount

Modification Reason:

ISDD is too muchll!

Modification
Reason is
Entered
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The user can click submit and is taken to Step 4 of 4.

/J Review Payment Requests - Microsoft Internet Explorer

File  Edit “iew Favortes Tools Help |

@,».@ﬁ‘@@@‘a
Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzz  Messenger
B
Step 4 of 4
ApprovediRejected Payments Confirmation

Murmber of Days on Review: 1

Reguested Settlernent Date: 11/12/2003

Entry date and time: 11/10/2003 1327

Total Amount Requested: $a00.00

Total Amount Approved: $450.00

Actual Approved Amount: $450.00

ltermns: 1

Fayment Method: ACH

Madification Reasan: 500 is too muchlll

Recipient: REC FOR FMS TESTING D (1140050}

Agenwi\ccount Amount Sy

n H Available N
Action Account ID Review Status Requested Payment Balance Rejection Reason |
Reason Amount
Approved  AWOTE FOR ARNOLD 44 Open $500.00 $450.00 %3 641,561.00
ANWOTE FOR ARMNOLD 44 -
BUDGET FOR FOOD $a00.00 $450.00 8
&) N
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Inquiries and Reports:

Inquiries

/J ASAPGOV Menu - Microsoft Internet Explorer

w Payment Requests | Federal Agency Functions
et
I, -

User Documentation

| have been one acguainted with the night. | have walked out in rain

Reports

Robert Frost
Some circumstantial evidence is very strong, as when vou find a trout in the milk. -Thoreau LI

File  Edit “iew Favortes Tools Help | -
="

D Q @ I | 9 F . E

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuss  Messenger
Address I@ hitpz: /it asap.gov A5 APGov/ j @Go
Home [0S OFF John Doe I

U.S. Dept. of Energy
BUILD: CURREMNT CWCLE DATE:
20021015 11072003 ASAP-gOV

.5, Department of the
Treasury Financial
Managemernt Service

nouiries

sation .

horizations

and back In rain. | have outwalked the furthest city light. --

[ [ [Bl@hene
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Magnified
View

stment Incuiry

file Imcquiirsy

Inquiries available in ASAP.gov are all listed in the drop down menu for Inquiries.
Once a specific Inquiry is chosen, the user is taken to the relevant data retrieval
screen. Once the criteria is entered for the Inquiry, the user can select the type
of format in which they wish to view the Inquiry. The following formats are
available to the user:

* HTML — Web based format, for immediate viewing

# PDF - Adobe Acrobat format (you will need Adobe Acrobat installed in
order to read this format)

# PDF.zip — Like Adobe Acrobat format above, but in a .zip file

# CSV - A common database format that can be read by most spreadsheet
programs (Microsoft Excel, Microsoft Access, Lotus 123, etc.)

® (CSV.zip—Like CSV above, but in a .zip file

It is important to note that if the user wants to immediately view an Inquiry they
must select the HTML version. Once they select HTML, a message appears
stating that the Inquiry is in process and will be presented to the user when
compiled. The screen will refresh every 10 seconds until the HTML Inquiry is
completed. Large Inquiries may take several minutes to process. Several
factors impact how quickly an Inquiry is generated once the user submits it for
processing. These factors include the size of the Inquiry, the criteria involved,
and date parameters. The user has the option of retrieving the Inquiry later by
selecting the retrieve results option on the drop down menu.
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Format :I—Select— vI Mag_mfled
- View
HTHRAL
GOIF Inquiry
AP R i Formats
C5Y
CEY-ZIP

If the user wishes to download an Inquiry, regardless of format, the user can
download or view the inquiry by accessing the ‘retrieve results’ portion of the
inquiry pull down menu.

/J Retrieve Inquiry Results - Microsoft Internet Explorer

File  Edit “iew Favortes Tools Help |
o ="

EoLoe D W QA @ @I 9 H

Back Fanxard Stop Fiefrezh Home Search  Favortes  History Frint Edit Dizcuzz  Messenger

Address I@ hitpz: £/t asap. gov ASAPG ov/ 7S creen=A54PG 0VMenulButton_Retrievel nguingR esultz=submit

j & Go

MEmE LOG OFF 1
BUILD: CURRENT CYECLE DATE: John Doe ASAP gOV
2002.10.15 1140742003 U.S. Dept. of Energy ’

.5, Department of the
Treasury Financial
Managemernt Service

w Payment Requests | Federal Agency Functions | Reports

Retrieve Inquiry Results

Delete Inguiry Name Pages Size (KB) Date Status
_ Example

E Payment Request Status Inguiry - (POF 7 17.08 11/03/2003 15:45:49 Completed f

E Payment Requestar Inguiry - (POF 1 737 10/23/2003 09:21:17 Completed | “R to

E Payment Request Status Inguiry - (POF 1 B.83 10/22/2003 09:40:01 Completed | e ”,eve

nquir
E Federal Program Agency Inguiry - (HThL 1 9.88 10022003 14:56:02 Completed q y”
_ Results

E Account Balance Inguiry - (HThL) 1 5.37 09/25/2003 13:26:54 Completed |_ )

E Account Prafile Inguiry - (HThL) 1 11.04 0972472003 14:56:10 Cornpleted IStIng

E Payment Requestar Inguiry - (HThL 1 3.85 09/24/2003 10:41:33 Completed

E “oice Response Account Number Inguiry - (HThL) 1 6.35 09/22/2003 13:30:04 Cornpleted

E Account Prafile Inguiry - (HThL) 1 9.66 09/22/2003 13:03:13 Cornpleted

L | ;I

&) [ [ [ Intemet
Magnified
View
Delete Inquiry Name Pages Size (KB) Date Status
E Fayment Request Status [nguiry - (POF) 7 17.08 110342003 15:45:43 Completed
E Pavment Requestor Inguiry - (POF) 1 737 10/2342003 09:21:17 Completed
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Reports

; ASAPGEOY Menu - Micezoll Intemet Exnloe

Fk Edb Vi Favoles Teo:  Help

LU > S T R o S - PR . B S S

Bac, Rk Shop Felesh  Homa Seach  Faroiles Histop PFanl =il Deniss Messrger
Plthess @] hitps: /M asap g4 PG 16 masrmASAPGIVERlIcr HomeHeome =| @G

Hame
BUILD. CURRENT CTELE DATE: (
HORA0AG RIS i (D3 ASAPQGV
U.S. Dept. of Energy

ILE. Deperiment of dha
D T o e L SR

ﬂllr'd.lnn' i Haragemert Gervine
h: |-'|"i.+‘-1r!J r'zp'rl

31 Cnline sulhorizadions swading cetdicadior e
d Baich sidbaorizations with & oial of B0 awdharizations
waiing cert
Broadcast Messages
| have been one soguairdied wih the night, | hawe walked out in m@in - and back i orain, | s outbwalked the funhest city light, -

Robs=r Frost

Some :lr:umstanllal e rce iz wery 51rur||:| a= when you flr'd = traut n ihe I1'|I"C Tl'ulzau LJ

8] mvasmplfesnefuncioml] ;| 4 Irkeinst

Magnified
View

Run Reports

/ Retrieve Reports
/

Federal Agency Users may run pre-defined reports at any time. Unlike Inquiries,
the pre-defined reports are not listed in the drop down menus. Once the user
clicks on “Run Predefined Report” as shown above, the user is presented with a
list of available reports (shown below).

New Features Guide Page 46 of 50 11/21/2003




ASAP.gov New Features Guide - Federal Program Agencies

Step 1 of 3
Select Report

—Select— j

—nelect— -
LAccount Settlement Report
Accounts With End Dates Report S
Agency Account Transaction Repont

Agency Authorization Transaction Report |

Select Report
from the Drop-
down List

Agency Book Entry Adjustment Report

Agency Interstate Autharization Transfer Repont
Agency Payment Cancellation Reponrt

Agency Payment Reponr

Agency Fayment Report-ERA

Agency Synchranization Report hd ,

Each report has a unique data retrieval screen. Once the user selects a report
from the pull-down list, they are asked to enter criteria for the report. Reports are
generated in various formats depending the user’s specific needs. These
formats are shown below:

* HTML — Web based format, for immediate viewing

* PDF - Adobe Acrobat format (you will need Adobe Acrobat installed in
order to read this format)

® PDF.zip — Like Adobe Acrobat format above, but in a .zip file

# (CSV - A common database format that can be read by most spreadsheet
programs (Microsoft Excel, Microsoft Access, Lotus 123, etc.)

® (CSV.zip—Like CSV above, but in a .zip file

Magnified
Faormat :I—Select— *I View

Report

FOF-ZIF
Formats

CEy
CEY-ZIP

Inquiries take precedence over reports in the queue; therefore it may take some
time for a selected report to be returned. Unlike Inquiries, Reports are not
available immediately using HTML. Several factors impact how quickly a report
is generated once the user submits the report for processing. These factors
include the size of the report, the criteria involved, and date parameters. To
retrieve a report, the user selects “Retrieve Report Results” from the pull down
menu. This option will take the user to a table holding all the reports the user has
requested along with relevant information. The user only needs to click on the
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title of the report in order to view it or download it. Reports will stay on the list
until the user deletes them. In addition, a specific user’s report is not viewable to
other users.

Magnified
View
Delete Report Hame Pages Size (KB) Date Status
E Agency Payment Cancellation Report - (HThWL) 1 774 10/0972003 16:08:16 Completed
E Payment Yarehouse Report - (PDF) 2 7.46 10/09/2003 10:02:08 Cornpleted

Important: Data in reports is available for up to and including the previous
business day. Inquiries will include same day information if requested.
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Notifications: Magnified
View
otifications
) : /

ASAP.gov users may retrieve notifications using the Reports drop down menu.
(Homepage Messages and Broadcast Messages are discussed in the first portion of this
document). The notifications option takes the user to a criteria screen to either read all
unread notifications or to view notifications based on a specific data parameter.

Magnified
View
Status Date/Time Sent Sender ID Sender Hame View Details
IUnread 'I 10/2272003 10:04:28 elofcidl elofcrDl g
IUnread vl 10/21/2003 14:27:14 T1C¥TO01 T1CxTO0 g

The user may delete the notification, leave it as unread, or change it to read. To view
the notification, the user clicks on the icon under “view details”. An example of a
notification is shown below.

+J Notification Profile - Microsoft Internet Explorer

Motification Profile

FEDERAL AGEMCY 11223344\ HAS CERTIFIED AN
AUTHORIZATION TO THE

FOLLOWING ACCOUNT.

RECIPIENT ID ACCOUNT ID EFFECTIVE DATE
106709 REGT 07102003

INCREAZE/DECREASE AUTHORIZATION AMOUNT

INCREASE $85,001.00

YOLU MAY USE THE AUTHORIZATION TRANSACTION
(MQUIRY M THE INQLIRY MEMU

TO IMQUIEE 0N THE AUTHORIZATION. —
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Users also receive notifications via email for certain transactions. The email address
stored in the user’s profile is used to send email notifications. The only actions that
generate an email to the Requestor and Recipient are:

1. Cancel payment request by FPA (when a Federal Agency cancels a payment
request)
2. Review Payment Request (specifically rejected payment requests)
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